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RoutineExpenses 

REPORTING * 
SCHEDULE A 

LINE- COLUMN ACCOUNT DESCRIPTION 
. 

4 C . Licenses and Dues - Fees f o r  
i n s t i t u t i o n a l  l i c e n s e s  a n d ,  

' :  I I dues for  i n s t i t u t i o n a l  mem­
. , , _ '  b e r s h i p s  i n  p r o f e s s i o n a l  

. .assoc ia t ions .  4:. :--, ' ,  ' . ._ - .  
. . 

. Profes s iona lSe rv ices  - Fees 
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for the  s e r v i c e s  of public 
accountants  and audi tors .  
Fees t o  a t to rneys  for col­
l e c t i o n  of r e s i d e n t s '  ac- . .  

and fees andcounts  expenses- . 

. , '  

. . ,:. , ' , ::I', 

f o r  l e g a l  services as soc ia t ed  
wi th  t h e  ope ra t ion  of t he  
f a c i l i t y .  ' (Legal fees and 
expenses incur red  i n  acquir­
i n g  real estate should be 
added t o  the  cost of t h e  
proper ty  purchased  ra ther  
than  be charged t o  t h i s  ac­
count .) 
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. 	Profes s iona l  Services should 
be reasonably related to  
p a t i e n t  care. 

. 	Insurance - t he  Expenseappli­
cable to  t h er e p o r t i n g  period 
of a l l  i n s t i t u t i o n a li n s u r a n c e  
.not related to  proper ty  or. Y
employees- , .. , I 

. ..* . .  ., ;.. . ,  , . , .  
,
. . 

. 
. .. _ . A  - .I 

II . . 	Data Processing ,-' The expenses .  . D 
of o p e r a t i n g  a data process ing  
departmentand/or t h e  fees pa id  
an  ou t s ide  f i rm  for  computer
s e r v i c e s .  I f  Se rv icesa re  
i d e n t i f i a b l e .  t o  the a c t u a l  u s i n g .  
account  they can be applied
directly, 



t rave l   
"i 4 C 

5 A&B 

, 

ACCOUNT DESCRIPTION 

Trave l  - a l l  Adminis t ra t ive 
and  incur redexpenses

i n  t r a v e l i n g  t o  out-of-towm 
conferences,conventions 
and i n s t i t u t e s .R e p o r t
t rave l  on  Schedule  A , ' . A - l ,  
and A-2. 

. . .  

Advert is ing - Bold P r i n t  
Directory Advertising and 
recru i tment  of employees. 

... 

Miscellaneous - Medical ' 

Recordsand all adminis t ra­
t ive  expenses  not  provided
f o r  under spec i f i caccoun t s .  

ACCOUNT CROSS 
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. ,Freight  and Cartage - . ,  , 

Expensesincur redforf re ight ,  
express  and postage.  

. 	Inc ludea l loca t ionso f  home D
of f i ce  expenses  on ly  t o  the  
ex tend  not  provided  for  
management s e r v i c e s ,  which 
wouldincludefunctions 
such as bus iness  o f f i ce /  
da ta  process ing .  

Dietary - Hoursand S a l a r i e s  
Includeshoursand Salaries 
of d i e t i t i a n s ,c h e f s ,  cooks, 
d i s h w a s h e r s ,  a n d  a l l  o t h e r  
employeesassigned t o  t h e  
k i t chen ,  d i n i n g  room o r  

. . ,­c a f e t e r i a .  

. . 

800 731- F 
. .  .. - .  . , 

. . . 
. .  . ., 
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Fees  -- 

Routine Expenses 

SCHEDULE A'KmACCOUNT DESCRIPTION 

" .  5 C 	 Dietary  - and-_
Other  Expenses 

Includes the cos t  o f  d i shes ,  
g lassware ,s i lverware ,paper
products  used  in  k i tchen ,  
d in ing  room,andon r e s i d e n t s '  
t r a y s ,  k i t c h e n  u t e n s i l s ,  s o a p s
and  de te rgen t s ,  menus,apronsl
and  uni forms for  d ie ta ry  per ­
sonnel and a l l  o ther  misce l lan-I eous suppl iesandexpenses .

I I n c l u d e  t h e  c o s t  o f  o u t s i d e  
c o n t r a c t e d  s e r v i c e s  h e r e ,  i f  

-c c o s t s  are booked s e p a r a t e l y
from Food . 

6 C Food - Fees and 
Other Expenses

I n c l u d e  t h e  c o s t  offoodpre­
p a r e d  i n  t h e  r e g u l a r  k i t c h e n ,  

I i n c l u d i n gs p e c i a ld i e t s .I f  
des i r ed ,sepa ra t eaccoun t s  
may be  main ta ined  for  the  
major types offoodsuch as 
m e a t ,f i s h ,  etc. Donated 
foodandgovernmentsurplus
foodcommoditiesshould be 
c h a r g e d  t o  t h i s  a c c o u n t  a t  
a f a i r  market va lue .  Where 
the  food consumed by resi­
dentsand  the staff  i s  pro­
ducedon a farm operated by
the f a c i l i t y ,  an estimate 

I
i 

shouldbe made, i f  f e a s i b l e  
of t h e  f a i r  market  valueof  
t he  foods tuf fs  and  charged  

~ as  an  add i t iona l  food  cos t .II Otherwise, t h e  c o s t s  of farm 
s u p p l i e s ,  l a b o r  and t h e  main­
tenance of f a r m  equipment
s h o u l d  b e  c l a s s i f i e d  as food 
c o s t s  - I n c l u d et h ec o s t  of 
o u t s i d e ,  c o n t r a c t e d  s e r v i c e s  
here only  i f  such  cos t s  are  
not booked separate from 
Food. 
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REPORTING * 
ACCOUNT DESCRIPTION 

7 A&B laundry and L inen  -
Hours & Salaries 

Including hours and salaries 
of laundryemployeesandthose 
handling l i n e n ,  such as a seam­
stress, .laundrymen,andironers. 

7 C Laundry and Linen - Fees and813,814 
O t h e r  Services 

This  account  inc ludes  the  cost 
. .  of l i nen ,bedd ing ,shee t s  m a t ­

'tresses, p i l lows ,  p i l low cases, 
-. b lanke t s ,  towels, andwashcloths. 

! , .Laundry. soap, bleaches,  deter­
) gen t s ; ,  s t a r ch ,  p re s s ing  c lo thes , '  

con t r ac t ed  se rv ices  and a l l  
other expensesappl icable  to 
laundry and l i nense rv ices .  

A&B Housekeeping - Hours 
a n d  S a l a r i e s  

Inc ludes  hours  and  sa la r ies  of 
housekeepers ,maids ,porters ,
floor and wall washers and o t h e r  

ACCOUNT CRC 
reference 

A. 
N. 

I.1 . 

A. R t R  


810 74 I 

745-7453 

. . 

7 51 

housekeepingemployees. 
C Housekeeping - Fees 

andOtherExpenses
inc ludes  t h e  cost ofbrooms, 
brushes,cleaning compounds,
d i s in fec t an t s ,d r ink ingcups ,  
ge rmic ides ,in sec t i c ides ,  
l ava to ry  supp l i e s ,  , mops, paper
towels, p o l i s h ,  s o a p  a n d  
other housekeepingsupplies
andexpense. Also inc lude  
the cost of drycleaning of 
drapes ,rugsands l ipcovers ,
and the  cost of cont rac ted  
services. 

758,759 


' .  
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A. 
REPORTING * N. 

SCHEDULE A H .  
-L I N E  COLUMN ACCOUNT DESCRIPTION -A. 

9 Other General Serv ices  
Inc ludes  a l l  o t h e r  g e n e r a l
service func t ions  not  de- . 

f ined  above. 

General Services Hours9 A&B Other 775,780 841 P 
and Salar ies  

Include t h e  hoursand sala­
ries fo r  a l l  employeesopera­
t i n g  t h e  abovefunctions.  

9 C OtherGeneral Services - Fees 
-andOtherExpenses 

Inc lude  expenses  no t  de t a i l ­
ed above  ( a t t ach  de ta i l ed  
list for other  Genera l  Ser ­
vice Expenses) . 

Prope r ty  Opera t ing  

Maintenance 
Exclude items of a care­
tak ingnaturesuch  a s  snow 
removal , exterminat ing ,
routine grounds maintenance, 
window c l e a n i n g ,  g r a s s  c u t t i n g  

785 ,790 

777-779, 845-849 
782-784 ,
787-789, 5' 

792-798 

F 


830 761 F 

etc. which shouldbe re­
p o r t e d  i n  o t h e r  gene ra l
services . 

11 A &B Maintenance - Hoursand Salaries 
Include the hours  and salaries 
of c a r p e n t e r s ,  e l e c t r i c i a n s ,  
engineers ,f i remen,heat ing 
plantemployees,machinis ts ,  
painters ,plumbers ,  watchman 
and otheremployeesengaged 
i n  the opera t ion  o r  maintenance 
of t h e  bu i ld ing ,  equipment and 
grounds. include on lythose  
costs t h a t  are expensed; do 
no t  i nc lude  any of those  costs 
that are capi ta l ized .  
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Routine - Expenses 

ACCOUNT CROSS 
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A. 
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SCHEDULE A H .  

- column ACCOUNT DESCRIPTION -A. R & R  NOTILINE ­
11 C Maintenance feesandotherexpenses ' 8 0 8 , 8 1 8 ,  776-770tf F 

Inc lude  a l l  non-salary,  828,834- 779 
non-capi ta l ized  costs of 
grounds ,  and­bu i ld ings
equipment,such, as t he  
f o l l o w i n g  

Maintenance and Repairs 
Suppl ies-- .Suppl iesand 
p a r t s  r e q u i r e d  t o  r e p a i r
a n d  m a i n t a i n  t h e  f a c i l i t y  
as well as p a r t s  r e q u i r e d  

1 

839,859 
900,962 

, , 

. . 
~, 

' , 

t o  r epa i r  and  ma in ta in  t h e  
equipmentused by t h i s  , . -, ..." ', . . . 

, ., ..,
department.  . , .  , .  . * . 

. . .  . . 
-, . , . ' ,, 

. i , 

. ,Ladders,lumber, metal 
working tools,  p a i n t ,  and 
plumbingsupplies,  etc. 

. .  
, .  

Purchased Service - Contrac t  
fees for  r e p a i r s  a n d  s e r v i c e .  

Fees f o r  i n s p e c t i o n s .  of b o i l e r s  
and elevators, andlandscaping 
fees. 

I . Include amounts paid by lessor 
for maintenance,  and net  from 

. . .  , .. ~ .Rentals. I . . 

~ . . I  ,- .  , if.,; .-I; . .- . . 
12&13 C PropertyTaxes 7 , , , :,- ..:, : 

Inc lude  taxes paid o r  due for 
t h e i r e p a r t i n g .  p e r i o d ,  o n  l a n d  
and  bui ld ings  owned and used 
by t h e  f a c i l i t y .  

. Reportcurrentassessment  
data on Schedule E. 

., .,844 777 

. . .I .  

. Inc lude  amounts paid by lessor 
f o r  p rope r ty  t axes ,  and  ne t  
this amount from Rentals. 



ACCOUNTCROSS 
REFERENCE (X) 

A. 
REPORTING * N. 

SCHEDULE A H. 
L I N E  COLUMN ACCOUNT DESCRIPTION -A.-
14 C Utilities 


Include the cost of the 852-855 

facility's utilities, such 

as: heating fuels, electri­

city, gas, water and sewage.

Separate accounts may be 

maintained, if desired. 


. Include amounts paid by
lessor for utilities, 
and net this amount from 
Rentals. . (  , 

; t ;  , '  
. ,  

, , 
. . , .  

r . 

c - Property Insurance - 848 
includethe premium cost of 
all insurance on the property
of the facility,.such as fire, 
comprehensive, etc. 

. . .  . 

. 	Premiums on auto insurance 
should beincluded on Sche­
dule A, line 2 and/or 3 
column C as applicable 

. Include amounts paid by
lessor f o r  property in­
surance, and net this 
amount from Rentals. 

' :1 . ' ..... . ."., ..., , . j  , 
. . . Include amounts paid by

lessor formaintenance.and 
. net from Rentals. , . . .. ...-. . , - ., -, . .  

, .-.. ., ,. ~. 

R & R  NOTES 

.a 


765-768 1, 

I 
1 

. .  . 

770-774, F 

816 


C Depreciation and Amortization 805,815, 

The methodology (assets 825,845, 

values, method, lives, etc.) 846,945, 

used to calculate depre- 950X 

ciation and amortization 
on your taxreturn should 
be t h e  same as thereport­
ing of this cost on Sched­
ule A. This account would 
normally include: 


17 
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sprinkler 

EXPENSE accounts..... 

routine ne expenses
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REPORTING * 
SCHEDULE A 

L I N E  COLUMN account description 
-1_-_114-

DepreciationofBuilding
The C o s t  of the bu i ld ing
should be determinedand 
deprec i a t ionpro ra t edove r  
its expec tedl i f e ,and ,  
the  annual  charged 

> 


': i (7 i - 1 ,  dC 
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la\\ \7q 

ACCOUNT CROSS 
REFERENCE (X) 

A. 
N. 
H. 

A.-__ R & R  note

-.I-­

-


amount 
to  th i s  accoun t .  

., . . .. . . . .  

Depreciat ion of  Bui lding
Improvements o r  Amoritza­
t i o n  of Leasehold Improve­
ments - Depreciationon 
i t e m s ,  of bu i ld ing  improve­
ment.These items are t o  
be d i s t i n g u i s h e d  from , 

repairs  and maintenance 
of bu i ld ings .  It is  recom­
mended t h a t  t h e  C e r t i f i e d  
Public  Accountant or  inde­
pendentaccountant ,  re­
t a i n e d  by t h e  f a c i l i t y ,
be  consul ted  for  de te rmi­
n a t i o n  o f  t h e  correct 
c l a s s i f i c a t i o n .  

The p ro - ra t a  sha re  of 
leaseholdimprovements. 

.. Major changes t o  
f a c i l i t y ,  n e c e s s a r y  . ,  , . 
for opera t ions ,where­
a lease is i n  e f f e c t .  

Depreciat ion of Building
Equipment - Depreciat ion 
on i tems  of f ixed equip­
ment t h a t  are a f f i x e d  t o  
t h eb u i l d i n g  (not s u b j e c t
t o - t r a n s f e r  o r  removal)
t h a t  have a f a i r l y  l o n g  
l i f e .  

Inc ludes  boilers, a l l  
systems, h e a t i n g ,f i x t u r e s ,  
p ip ing  ana  -kc 

' 

. 

systems. 
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ACCOUNT DESCRIPTION 

Depreciat ionofOffice  
Furni tureandFixtures  
The cost of t h e  o f f i c e  
f u r n i t u r e  a n d  f i x t u r e s  
should be prorated over  
t h e  e x p e c t e d - l i f e  and t h e  

ACCOUNT CROSS 
REFERENCE (x) 

A. 
N. 

H. 
-A. R & R  NOTES 

- U 

annual, amount charged 
to  t h i s  account.  

. .  

Depreciation of Depart­
mentalEquipment - Depre­
c i a t i o n  on items ofmajor
equipmentthat,though
capable  of being moved, 
have a more or less f i x e d  
l o c a t i o n  i n  t h e  f a c i l i t y
andhave a minimum l i f e  of  
aboutthreeyears .Inc ludes  
beds ,cha i r s ,  floor p o l i s h e r s ,  
officemachines,motor 
veh ic l e s ,  stoves, washing
machines. 

Separateaccounts  may be 
ma in ta ined ,i f  desired. 
Detail records maintained 
should,  a t  a minimum, 
s a t i s f y  t h e  r e q u i r e m e n t s  I 

I 

of  t ax ing  au tho r i t i e s  and  
any  o the r  a f f ec t ed  agenc ie s ,  

Depreciation of a u t o s '  
should be included on -: 
Schedule A, l i n e s  2 ,  3 
or  4 per  i n s t r u c t i o n s .  

R e n t a l s  and Leases 
Include the r e n t a l  cost­
f o r  a l l  proper ty  leased 
by t h e  f a c i l i t y .  

. 	Reportequipmentleasing 
costs  on Schedule E f o r  
current expendi tures .  

' 

812,832 769 
8 4 3 , 8 9 5  
961 



ACCOUNT CROSS 
REFERENCE (X) 

A .  
N. 

14 .-A ,  	 -R & RACCOUNT DESCRIPTION 

.Amounts pa id  by lessor 
f o r  p r o p e r t y  t a x e s ,  etc. 
should be ne t t ed  from 
l i n e  18 and reported on 
l i n e ( s )  11 through 15 
a s  app l i cab le .  

. Leasing of autosshould 
be r epor t ed  on Schedule A 
l i n e s  2 and/or 3 p e r  t he  
i n s t r u c t i o n s .  

Include the costs of f i n ­
ancing and operat ing
leases. 

.. 	Financing Leases - Upon
e x p i r a t i o n  of the lease 
there is an  opt ion  t o  
purchase t h e  equipment
f inanced  fo r  subs t an ­
t i a l l y  less than  f a i r  
market va lue ,  

,, 	.Operating Lease - Cost is  
for  t h e  u s e  of the equip­
ment,and there is no 
option t o  purchase a t  
s u b s t a n t i a l l y  less t han  
fair market v a l u e  upon
e x p i r a t i o n  of lease. 

I n t e r e s t  (All) . 980-981 851-852 
I n c l u d e  , i n t e r e s t  costs  aris­
i n g  from all forms of in ­
debtedness,such a s  mort­
gages, other o b l i g a t i o n s  
for property, no tes ,f inance  
chargesloans from banks, 
l o a n s  from o ther  e n t i t i e s  
andindiv idua lsandin tPr ­
company advances. 

C 


